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Annual Food Service Financial Report Instructions

All agencies participating in School Nutrition Programs are required to submit a food service
Annual Financial Report.

This report categorizes and totals food service revenues and expenditures for July 1 through
June 30 which is the school fiscal year.

This report is submitted electronically via our Annual Reports, Claiming, Contracts webpage by
August 31 each year (http://dpi.wi.gov/school-nutrition/national-school-lunch-
program/banking-contracts-claims-reports).

All expenses and revenues must be allocated by program listed below.
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NSL line is completed for schools participating in the National School Lunch Program.

SB, SBSEVERE line reports financial information for both regular School Breakfasts served,

and those served at the higher Severe Need Breakfast reimbursement rate.

SK-NSL, SK-NSLAE line is for both After School Snacks and Area Eligible After School Snacks.

SMP line is for revenues and expenditures for Special Milk Program.

Grants line is for revenues and expenditures for awards and expenditure.

WSDMP line is for revenues and expenditures for Wisconsin School Day Milk Program.

EN line is for revenues and expenditures for Elderly Nutrition.

Nonprogram Foods line is for revenues and expenditures for all Non-program Foods (including: a la
carte items, adult and visitor meals, milk only, extra entrees, vended meals sold to other schools, catered
meals, vending machines, etc.)

CACEFP line is for revenues and expenditures for Child and Adult Care Food Program including
suppers.

SFSP line is for revenues and expenditures for Summer Food Service Program.

Entering the Wisconsin Child Nutrition Programs Website

1. Goto Wisconsin Child Nutrition Programs homepage (http://dpi.wi.gov/nutrition)
(see screen shots below) Click on the Online Services button, which will bring you to
the Online Services page.
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https://dpi.wi.gov/school-nutrition/national-school-lunch-program/contracts-claims-reports
https://dpi.wi.gov/nutrition/

2. After clicking this button, you will be brought to the Online Services page
(http://dpi.wi.gov/nutrition/online-services). Click Online Services Log-in in the
first column which has School Nutrition Program Annual Financial Reportin the
list below.

Online Services

" Online Services Log-in Online Services Log-in USDA Foods
= Ordering System

Click on the button to order
« Child and Adult Care Food « At-Risk/Emergency Shelter USDA Foods

Program (CACFP)
« Child Nutrition Program

* FNS-10 Report Report Aids Register
« National School Lunch » Fresh Fruit and Vegetable Please make sure you have
Program Program (FFVP) completed your banking
gwi g information at the Aids
+ School Breakfast Program + Menu Certification e _
Banking System to receive
« School Nutrition Program id Lunch Price Report payments via ACH (direct
Annual Financial Report — ; deposit) from DPI. This
« Verification Collection A g
" . includes all payments from
+ Special Milk Program Report

DPI, not just those for Food

3. This will bring you to a log-in screen where you will be able to log in using your
agency code and password.

Welcome to Wisconsin Child Nutrition Programs On-line Services

Submit Claims for Home Sponsor, National School Lunch Pregram, School
Breakfast Prcgram, Summer Food Program, Child and Adult Care Food
Program, Special Milk Program & Revise Programs Contracts Informations.

Qo
Agency Code | |
Password
Communtyens

PROGRAMS
Wiscovsre DP1

a) Enter your agency code - This is your five- or six-digit agency code. Do not
use hyphens - use only the numerals in the agency code. Do not enter leading
zeroes: For example, if your agency code is “012345”, only enter “12345”.

b) Type in your agency-specific password. If you do not know this password,
please contact DPI accounting at 608-267-9134.

c) Click the Submit button.


https://dpi.wi.gov/nutrition/online-services

4. Onceyou are logged in, there is a menu of options at the top of the screen.

Logout

o Hormne-Day School Mutrition Community Nutrition Surmnmer Food Special Milk Other
ome ¥
Care | Program Program Program Program __ Services

Entering an Annual Food Service Financial Report

1. Select School Nutrition Program from the menu bar.
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2. Select State Programs’ Annual Claim & Reporting.
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Home- School Community Summer Special
Day Nutrition Nutrition Food Milk
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4. Select Enter Report from the menu bar.

s

Home State Programs’ Annual Claim & Reporting ‘Annual Financial Repr lgnﬁer Report Wodify Report View-Print Report
A~ g

Annual Food Service Financial Report Reporting Lines

Claim Date

Year selected is the end of the reporting year. For example, 2016-2017 school year, select 2017.

Beginning Fund Balance

“Beginning fund balance” for the current reporting year on July 1 must be the same as the “ending
fund balance” reported from the previous reporting year on June 30. For example: for the 2016-17

school year, your beginning fund balance would be your ending fund balance as of July 1, 2016.

Annual Food Service Financial Report- Due Annually on August 31st
[Duly 1 thru Jun 30 ]

The purpose of this report is to account for all revenue and expenditures associated with the administration of all federal (National School
Lunch, School Breakfast, and Special Milk Programs), state, and grant programs that your school food authority participate in.

When completing this report, do include cash value of USDA Foods (commodities) received during the year in both "NSL Revenue" and
"Food Expenditures"”. Cash value of USDA Foods should be added as both a "Revenue" and "Food Expenditure” on the district's DPI
Annual Report for public school districts.

Claim Date: June Year: 27701777”\7/71

Fund/Cash Balance (previous year ending balance) at Beginning of Reporting Year (July 1):

**Do NOT use commas or dollar signs vhen entering numbers. Only enter a decimal when entering cents. Any Field with red border means it
needs data correction®*

Revenue = Transfers In + All Food Service Account Revenue excluding transfers

e Transfers In - Report the total amount of any cash transfers that were made into the

foodservice fund during the reporting year. Public school districts should report

transfers from the General Fund (Fund 10) to the Service Fund (Fund 50) WUFAR

(Wisconsin Uniform Financial Accounting Requirements). Non-public school

agencies should report transfers from the school, agency, and/or parish general fund

into the food service fund.

o Iffood service fund (Fund 50) is not balanced (negative) at the end of the
school year, the agency must “Transfer In” funds from a non-federal fund
(general fund/Fund 10).



School Based Child Nutrition Programs
Transfer from Non- Transfer from Non- T'a:#an :;;::::;""' School Food
Food Service Food Service Revenue
Revenues Account-Operating Account-Paid :‘uor:r:r"_gnn_l {excluding Total Revenues
Transfer Lunch Equity mqnl T Transfers)

Nati | School L {1
S s | N ! | | oo )
School Breakfast
Program (SB and [ | [o.00 |
SBSEVERE)
NSL After School
Snacks (SK-NSL and | | [ | [o.00 |
SK-NSLAE)
Special Milk P
e | | | | [eeo |
G i t,
SrmmrAgee: | | | | oss |
Wisconsin School Day
Millkc Program [ | [ | [o-.00 |
(WSDMP)
Elderly Nutrition
Improvement | | | | |0.00 |
Program (EN)
MNon-Program Foods | | [o.00 |
CACFP [ | [0.00 |
SFSP [ | [0.00 |

o Transfer from non-federal funds into National School Lunch Program (NSL)
to cover Paid Lunch Equity (PLE) in lieu of raising weighted average prices of
paid lunches.

School Based Child Nutrition Programs
Transfer from Non-

Transfer from Non- Transfer from Non- Bl School Food

Revenues Food Servlce_ Food Ser "'“Ee Account-Non- Ileuem._le Total Revenues
Account-Operating Account-Paid e ] (excluding
Transfer Lunch Equity . nmgue Transfers)

School Breakfast
Program (SB and
SBSEVERE)

NSL After School

Snacks (SK-NSLand [ ] | | [o.00 |

SK-NSLAE)

5 | Milk Pr ogra
pecia | l |U.UO l
FFVP, Etc) |:|

Wisconsin School Day

Milk Program :l | I |0‘00 |

(WSDMP)
Elderly Nutrition

Improvement | | |D.EICI |

Program (EN)

Mon-Program Foods J | ] |D.E|0 I
CACFP | | [0.00 |
E— | | s |

i I
ey — — | e |
—

| | |o.00 |

o Transfer from non-federal funds into Nonprogram Food to cover losses in
nonprogram food in lieu of raising nonprogram prices.



School Based Child Nutrition Programs
Transfer from Non-

Transfer from Non- Transfer from Non- Food Service School Food
Food Service Food Service Revenue
Revenues A unt-Operating Account-Paid :ccur“nnl: Non- (excluding Total Revenues
Transfer Lunch Equity ng el Transfers)

National School Lunch | | |
Program (NSL) L |

School Breakfast

Program (SB and | |EI.E|0 |

SBSEVERE)
NSL After School

Snacks (SK-NSL and | |o.00 |

SK-NSLAE)

ial Milk
Rl E— | CN—
ol N E— | CN—

Wisconsin School Day

Milk Program | |D.UD |

(WSDMP)
Elderly Nutrition

Improvement | [0.00 |

Program (EN)

Non-Program Foods ( ) | |I:|.l:|0 |

CACFP | [0.00 |
SFsP | | | [o.00 |

|o.00 |

e AllSchool Food Revenue Excluding Transfers - Report the total of all food service
revenues from all sources for each applicable program line and include:

School Based Child Nutrition Programs
Transfer from Non- Transfer from Non- Tragosf;rsf;or:’r:cﬂ:n— Schoal Food
Food Service Food Service Revenue
LS5 Account-Operating Account-Paid m“a“': =°"’_| (excluding U =
Transfer Lunch Equity R ey Transfers)
National School Lunch \
Program (NSL) | | | F'I | |U,DCI |
School Breakfast
Program (SB and | | |l].00 |
SBSEVERE)
NSL After School
Snacks (SK-NSLand | | | | §o.00 |
SK-NSLAE)
Special Milk Program |:|
(SMP) | | | lo.00 |
i
FFVP, etc) | | §o.00 |
Wisconsin School Day
Milk Program | | |U.DCI |
(WSDMP)
Elderly MNutrition
Improvement | | |iJ,EJC| |
Program (EN)
Norwprogram foods [ ] A ]I |
CACFP | | §o.00 |
SFSP L |) [0.00 |

o Student Payments - Revenues received for paid student reimbursable meals
“sold” or reduced-price student reimbursable meals “sold” (these payments are
only considered revenues after the meal has actually been sold to the student).

» NSL line for revenues received from reimbursable lunches sold to paid or
reduced-price students.
> SB, SBSEVERE line for revenues received from reimbursable breakfasts sold



to paid or reduced-price students.

» SK-NSL, SK-NSLAE line for revenues received from reimbursable after
school snacks sold to paid or reduced-price students at a non-area eligible
site.

» SMP line for revenues received from paid student milks in Special Milk
Program

» EN revenues received from paid participants in Elderly Nutrition program.

o Nonprogram Food Revenue - line for all revenue received from nonprogram
food including adult meal payments. (Wisconsin School Day Milk “paid” revenues
are included here and not under WSDMP).

o State and Federal Reimbursements - All reimbursements, both state and
federal, received for all programs and recorded in:

» NSL column for state and federal reimbursements received from paid,
reduced, and free reimbursable lunches served.

» SB column for state and federal reimbursements received from paid,
reduced, and free reimbursable breakfasts served.

» SNACKS column for federal reimbursements received from reimbursable
after school snacks served at non-area eligible and area eligible sites.

» SMP column for federal reimbursements received from Special Milk
Program.

» WSDMP column for state reimbursements received from Wisconsin School
Day Milk Program.

» EN column for state reimbursements received from Elderly Nutrition
program.

» SFSP column for federal reimbursements received from Summer Food
Service Program.

» CACFP column for federal reimbursements received from Child and Adult
Care Feeding Program including suppers.

» Grant column for monies awarded from all grants.

o New!The cash/entitlement value of USDA donated foods should be reported as
a National School Lunch revenue on this report. (This value is found on the
Commodity Allocation and Receipt Report or CARS Report in the USDA Foods
tab of online services)

| Cash/entitlement value of USDA donated foods |

3
School Based Child Nutrition Programs
Transfer from Non- Transfer from Non- Tra;:foﬁrsl';:;r;cton- Schoo] Food
Food Service Food Service Re ue

Account-Non- Total Revenues
Program Food

Revenue

Revenues =
(exchidding

Transfiers)

Account-Operating Account-Paid
Transfer Lunch Equity

National School Lunch | 0.00
Frogram (NSL) -




Commodity Allocation and Receipt Report (CARS)

The amount next to the line, “Total Value Received: Entitlement, Bonus, DoD, UNPFV and
Raw Product:” on the ‘CARS Report’ is the total value of USDA Foods your agency has
received for the specified school year.

Total Value Received

FDP
Commodity Allocation and Receipt Report

2016-2017 Program Year

For Program: NSLP

Yearly Emtlement. $12.530 75
Actual Enttlement: $8.403 86
USDA Meal Rate $0.2475

School

Scroll to the bottom of the re page

.

Percent of Enttlement 00%

Program Totals
Total Value Received Entitliement. Bonus, DoD. UNPFV and Raw Prod @
Total Percent Offered. 105.00%

Total Percent Recoved 172.81%

Cancel

Expenditures

Expenditures reported on the annual report are those incurred during the operation of all
food service, including child nutrition programs and other food sales. These expenditures
are supported by invoices or receipts, and are coded to Fund 50 (in public school districts)
or noted on separate account ledgers (in non-public school agencies). Note: When allowable
expenses are shared by programs, prorating the costs appropriately is necessary.

Labor Expenditures - Report all direct food service labor expenditures, both wages and
fringe benefit costs for the agency, for each applicable program line.

Food Expenditures - Report all food expenditures for each applicable program line.

New! The cash/entitlement value of USDA donated foods should be reported as a
National School Lunch food expenditure on this report. Agencies purchasing meals
from a vendor or another school should report the total cost of the meals purchased in
the appropriate lines on the screen. Cash refunds and rebates for food received during the
current school year should be subtracted as a negative food expenditure before entering food
costs on this screen.

Equipment Expenditure - Report all nonexpendable equipment rental and purchase
costs. Anindividual item is considered nonexpendable if it costs over $5,000 per unit
(orlessifitis the agency policy), and is expected to last over one year. Equipment
repair costs are considered purchased services. Expendable equipment costs (e.g., pans,
serving utensils, trays) should be reported as Other Expenditures).

Purchased Services Expenditures - Report expenditures for the purchase of services



provided, including but not limited to: equipment repair, pest control, garbage/recycling

service, employee travel and/or training costs (registration fees, mileage costs, lodging
costs, etc.), printing and copying expenditures, the management fee for a Food Service
Management Company, and include processing and handling charges for receiving

USDA donated foods as they are considered a payment to the state.
e Other Expenditures - Report supply and material expenditures plus any other

expenditures not reported elsewhere. These include plates, trays, flatware, napkins,

soaps, cleansers, other expendable equipment, Unemployment Compensation, Worker’s

Compensation, etc.

Expenditures

Labor Food
Expenditures: Expenditures:

Equipment

EfEEs Expenditures:

National

Purchased
Services
Expenditures:

Other Total
Expenditures: Expenditures

School Lunch | | ‘ | ‘ ‘
Program

(NSL)

School
Breakfast

Program (SB | | | ‘ | ‘ ‘
and

SBSEVERE)

NSL After
School

Snacks (SK-

NSL and SK-
NSLAE)

Special Milk

Program

(SMP)
Grants

(equipment,

FFVP, etc)
Wisconsin

School Day | | | ‘ | ‘ ‘
Mille Program

(WSDMP)
Elderly

Nutrition | | | ‘ | ‘ ‘
Improvement

Program (EN)

Non-Program | | | ‘ | ‘ ‘

Foods

cacre | | | |

sFsP | | | |

Ending Fund Balance =

Beginning Fund Balance + Total Revenues from All Programs - Total Expenditures from All
Programs. This information will be populated from what has been entered into the report. If
Ending Fund Balance is negative a “Transfer In” from non-federal funds must be made to cover the

deficit.
Summary
All USDA Child Nutrition Programs Other USDA Child Nutrition Programs
including CACFP,SFSP Ttems CACEP SFSp
Beginning Fund Balance 1000 Total Revenues | |0.00 | | |s00.00 |
+ Total Revenues from ALL Programs |[15900.00
9 Total [0.00 | | [435.00 |
- Expenditures
- Total expenditures from all 17360.00
programs .
= Ending Fund Balance -460.00
Note : The Ending Fund Balance may never be negative or 'in the red." A transfer must be made into the account from
non-federal funds.

10



Other USDA Child Nutrition Programs
Items CACFP | SFSP

| Beginning Fund Balance | 1000 |Tota| Revenues | |U.UU | ‘ |500.00 |
| + Total Revenues from ALL Programs | 16360.00 ‘

All USDA Child Nutrition Programs
including CACFP,SFSP

Total
Expenditures

‘ |0.00 | ‘ |435.00 |

- Total expenditures from all
programs 17360.00
= Ending Fund Balance |

If the Annual Financial report Ending Fund Balance is a positive dollar amount or O, enter your
certification information, and click “submit”.

[CERTIFICATION]

I HEREBY CERTIFY to the best of my knowledge that this information is accurate and in accordance with the terms of the existing
permanent agreement/policy statement between the school food authority and the Deparment of Public Instruction and that records are
available to support this information.

First Name Last Name

Phone Number |608 ||267 | 3724 |Extension |

Email |debra.wollin@dpi.wi.gov |

Modifying an Annual Food Service Financial Report

You are able to modify the Annual Financial Report until December 31 of the year you
submitted the report. For example, for the 2016-2017 School Year Annual Financial Report,
you can modify the report until December 31, 2017. After December 31, you will need to
submit a paper copy of the amended Annual Financial Report to DPI accounting via fax to
608-267-9207.

1. Select School Nutrition Program from the menu bar.

ISCONSIN DEPARTMENT OF

PUBLIC INSTRUCTION

| Home-Day Schoal Nutrits munity Nutrition Surmmer Food Special Milk Other

s Care Program Program Program Program Services Logout
— 1
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2. Select State Programs’ Annual Claim & Reporting

ONSIN O TMENT

) PUBLIC INSTRUCTION

0 School o
Da Nutrition
Program
Home School Nutrition Program| Monthly Reimbursement Clofl State Programs’ Annual Claim & Reporting

track

3. Select Annual Financial Report from the menu bar.

WISCONSIN DEPARTMENT OF

| PUBL[C INSTRUCTION

Home- | School Community Summer Special
Day Nutrition Nutrition Food Milk
Care Program Program Program Program

School Nutrition | State Programs’ Annual | Wisconsin School Day  Eldery Nutritiog

Services |

Program Claim & Reporting Milk Program Program Y Finanaal Report JR

4. Select Modify Report from the menu bar.

WISCONSIN DEPARTMENT

y PUBLIC INSTRUCTION

Home- School Community Summer Special

Day Nutrition Nutrition Food Milk

Care Program Program Program

rgram

Home State Prograrms’ Annual Claim & Reporting | Annual Financial Report} Enter Repdit Modify Report iew-Print Repart
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5. Make the necessary changes to the Annual Financial Report (AFR), re-enter your

certification information and click submit.

[CERTIFICATION]

I HEREBY CERTIFY to the best of my knowledge that this information is accurate and in accordance with the terms of the existing
permanent agreement/policy statement between the school food authority and the Department of Public Instructon and that records are
available to support this information.

Phone Number 608 |[267 |[3724 |Extension | |

Email (debra.wollin@dpi.wi.gov ]

v

View-Print a submitted Annual Food Service Financial Report

1. Select School Nutrition Program from the menu bar.

€2 buiiic iNsTrRCTION

Home \

Home-Day chool Nutrition ommunity Nutrition Summar Food Special Milk Othaer Eeaout
Care Program Program Program Programy Sarvices 9
o — 1

2. Select State Programs’ Annual Claim & Reporting.

@ PUBLIC INSTRUCTION
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3. Select Annual Financial Report from the menu bar.

WISCONSIN DEPARTMENT O

PUBLIC INSTRUCTION

Home- | School Community Summer Special
Day Nutrition Nutrition Food Milk
Care Program Program Program Program

School Nutrition | State Programs’ Annual | Wisconsin School Day  Elderly Nutritiongf
Program Claim & Reporting Milk Program Programn

4. Select View-Print Report from the menu bar. The submitted Annual Financial Report
may be viewed immediately after submission, but it takes 24 hours for the Annual
Financial Report information to be loaded into the Child Nutrition Program Report.

WISCONSIN DEPARTMENT O

by PUBLIC INSTRUCTION

Progra Progra Progra Progra

Horme State Programs’ Annual Claim & Reporting \'}\}mual Financial Repo;ﬂ Enter Report Modify Repof View-Print Report

5. Select the claim month and year from the drop down list box and click the search
button.

f WISCONSIN DEPARTMENT O

y PUBLIC INSTRUCTION

Home Annual Financial Report | View-Print Report%

Annual Financial Report
[ View Report - July 1 thru Jun 30 ]

@m Month E] Year 2017 [3-_] 7~ SEARCH

[Click Report Date to View the full report]

| Report Date | Date Report Submitted |
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6. If areportisfound for the given criteria it will show up in the box below. Click the
Report Date link to view the full submitted Annual Financial Report data.

Annual Financial Report
[ View Report - July 1 thru Jun 30 ]

~
Date Claim Month Year /~ SEARCH

[Click Report Date to View the full report]

Report Date Date Report Submitted

08/22/2017

How to Logout

1. Click the logout tab on the menu to exit from the Online Services system.

WISCONSIN DEPARTMENT OF

PUBLIC INSTRUCTION

Home- School Community Summer Special Other

Day Nutrition Nutrition Food Milk 5 Logout '
Services |

Care Program Program Program Program 4

Home Monthly Reimburserent Claim |National School Lunch Program| Enter Claim Modify Claim View-Print Claim
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